How to Submit Application

The Fort Benning Directorate of Emergency Services (DES) will accept access request forms
from two acceptable methods.

1) Safe Access File Exchange (SAFE) — This is the PREFERRED and most secure means of
delivering your request form to the Directorate of Emergency Services.

2) Facsimile (FAX) — This method is transmitted unsecured, once received by the DES all your
information will be protected by DES personnel.

Below are step-by-step instructions on how to use each of these acceptable methods. In both
cases, you will start by downloading the access request form at
www.benning.army.mil/gateinfo/, under the Visitor Access tab. You can save the form to your
computer and fill it out digitally, or print the form and complete it. To send the form digitally via
SAFE, use the following steps. For faxing, skip to page 6, which contains the required cover
letter and fax number.

SAFE:

1. Navigate to SAFE site: https://safe.amrdec.army.mil/safe/\Welcome.aspx
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2. After you click ‘OK’ this page will display.
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Safe Access File Exchange
To begin using SAFE please click on one of the links belov

Welcome to the AMRDEC SAFE Web Application

CAC Users

This option is for CAC users with a computer configured for CAC use
When prompted for a certificate, select the one with "EMAIL" in the name.
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Non-CAC Users
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3. The following page will display
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SAFE is designed to provide AMRDEC and its customers an alternative way to send files other than email
SAFE supports file sizes up to 2GB.

SAFE

Safe Access File Exchange

UNCLASSIFIED USE ONLY, TO INCLUDE PRIVACY DATA
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Recipient Information

Provide an email address to give access to: Recipients List:

Manually Enter Email Address

Email Address: Add

Do not send SAFE packages to group email accounts.

[ Search DoD 411 (DISA Global Directory Services)
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Require CAC for Pick-up (all recipients will need to log in with a CAC

to download file(s)) Other:

Upload

6. Enter the following Army email address:
usarmy.benning.imcom.mbx.visitor-control-
center@mail.mil

7. Please select
‘Encrypt email message
when possible.’
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4. Clicking on the ‘Upload’ button is considered your digital signature and authorizes the DES

to process your request form.

5. You will receive an email informing you your packet has not yet been sent and you must
verify your email address. Verify your email address by entering the password provided in the

email, and then clicking on the ‘Submit’ button.
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To the right is an
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‘Submit.’

Please note, IAW Para 4-5.a(8) and 4-12.c¢, AR 25-2, it is a violation of SAFE security policy to share/forward Package passwords.

You must contact the Package originator to have the Package re-sent via SAFE (https://safe.amrdec.army.mil/safe/) to other users.

Your Package has not yet been sent.
You MUST verify your email address in order for your recipients to download the file(s). Please use the link below te login and
verifiy that you are the sender of this package:

https://safe.amrdec.army.mil/safe/StatuslogIn.aspx?PackageID=3562867

If you did not send these files, please notify SAFE.Team@amrdec.army.mil ASAP
You have uploaded the following file(s): Fort Benning Request

Package ID: 3562867

The file will be available until 12/24/2014

You can check the status of the files uploaded at:

https://safe.amrdec.army.mil/safe/StatusLogin.aspx?PackageID=3562867

The Password is: 8R92U%t!2G4G2!?a

NOTICE: This e-mail message is intended solely for the use of the addressee. If the reader of this message is not the intended
recipient, you are hereby notified that any reading, dissemination, distribution, copying, or other use of this message or its
attachments is strictly prohibited. If you have received this message in error, please notify the sender immediately.
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FAX

1. Download FAX cover sheet at: http://www.dtic.mil/whs/directives/forms/eforms/dd2923.pdf

2. FAX cover sheet and access request form should be sent to: 706-544-9152
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all documents
containing personal
information

DOCUMENTS ENCLOSED ARE SUBJECT
TO THE PRIVACY ACT OF 1974

Contents shall not be disclosed, discussed, or shared with
individuals unless they have a direct need-to-know in the
performance of their official duties. Deliver this/these
document(s) directly to the intended recipient. DO NOT
drop off with a third-party.
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as “For Official Use Only.” Unauthorized dis this information may result in CIVIL and
CRIMINAL penalties. If you are not the inten recipient or believe that you have received this
document(s) in error, do not copy, disseminate or otherwise use the information and contact

the owner/creator or your Privacy Act officer regarding the document(s).

The enclosed document(s) may contain

Privacy Act Data Cover Sheet
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